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TODAY'S WEBINAR . . . .

Phones are muted

If you have any questions during the presentation,
please use the Q & A feature to the right of your
screen.

This presentation is available at:
WWW.CSac.ca.gov

« Hover over High Schools or Colleges
« Click on Training
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AGENDA

- Assembly Bill 2160, Ting.

Establish and Renew WebGrants Access
Accessing WebGrants

GPA Calculation

Individual GPA Submission

GPA Batch Upload

Reports

Corrections

—




ASSEMBLY BILL 2160

- Approved by the Governor September 27, 2014

- Becomes law January 1, 2015

- In effect for the 2016-17 application year

—



ASSEMBLY BILL 2160

» Beginning with 2016-17 GPA submissions

» This state mandate requires all high schools (public
and charter) to upload GPAs for all enrolled seniors.

» High schools will need to create an opt-out process

» High Schools will need to provide students/parents an
opt-out option no later than October 15t,

—




WHY USE WEBGRANTS TO suBMIT GPAS?

GPAs can be submitted individually or in batches.

WebGrants has built-in edits to catch errors.

Confirmation that GPAs have been accepted

Access to Reports

More secure than US Mail

Faster than completing paper GPA forms

Students are awarded sooner

Free! — Save your school or student the cost of
postage

—




ESTABLISH & RENEW WEBGRANTS
ACCESS




ESTABLISH A WEBGRANTS ACCOUNT

« WebGrants Access Request forms
* WWW.CSac.ca.gov

« Click on:

High Schools or Colleges
WebGrants

Request for System Administrator Access
Request for Security Agreement

—




ESTABLISH A WEBGRANTS ACCOUNT

 There are several versions of the WebGrants
access Request form.

« High School
« High School District
« County (on behalf of High School Districts)

- College

—



SYSTEM ADMINISTRATOR'S ACCESS REQUEST FORM

Grant Delivery System (GDS) - WebGrants
High School System Administrator's Access Request Form

@ FO rm i S u Se d to a d d 0 r d e I ete A signed Information Security and Confidentialify Agreement must be received and approved by the Cal'l'\'an'.\ia:

Studenf Aid Commission prior to accessing the GDS - WebGrants sysfem.

administrators access to the [T Bigh b Secion -
WebGrants system. S el s

College Bcard Code CDS Code

WASC A ditaticn Cods et g al =] Accreditation Association Contact Information #f ather than WASC)

© Form must be signed by R o e ————

1. Special Identifler (Chack only cne; Nmied to nine alpha-numenc characiers maximum)

administrator requesting access Mot Mo umn . e

Favorite food Model of your first car (ie, Mustang)

and the principal of the school. = oo o e

Mote: The item 2 above is mandatory. Please contact your [T depariment to get the Network domain name.

I certifi that I have received and reviewed all security and confidennality policies pertaining to the use of
the Commission's GDS - WebGranes System
Signature

Tile ‘ Date

@ WithOUt prinCipaI Signature access E-mail Address [see Instructions on the reverse) . Fax Number [ %
Cannot be granted. [1IL Access Keguest and High School Certification Section (io be compieted by PRINCIPAL verifying access) |

If Chasgisg mer from 2 School System Admimistrator to 3 Scbesl |Date Request Submitted
User, please fll sut User Access Reguest form.

New Change FRenew Delete
O O O O
T cerafy that T am the High School's Principal and thar I have designated the above named emplayee as our
System Administrator for the GDS - WebGrants System.

User ID

® The college Access Request form
is similar

Name of Principal - print or type Telephons Nomber (T Tre-ax

Signature of Principal Fax Number (xx) mr-xxmm

E-mail Address

For CSAC Use Unly | Updated By | Dt

Form#01-5002 g2/2a/2011




SECURITY AND CONFIDENTIALITY AGREEMENT

Form must be completed and sent
with the System Administrator
Access Form.

Form is to be signed by
administrator requesting access
and the principal of school.

Form is to be signed by
administrator requesting access
and the principal of school.

The college Security and
Confidentiality form is similar

CIRNIA
NT AID
COMMISSION

High School Grant Delivery System (GDS) — WebGrants r
Information Security and Confidentiality Agreement

A signed Infmiation Sacwity and Confiden

Agreement (e “Agreement?) is required by the Calfbmia Stent Aid Commission from any
instiution accessing the GOS - WebGrans System.

High School Name College Board Code

Waatern Assoclatlon of Schools & Colleges (WASC) Code | CD3S Code
for ciher Elgibie Regional Asseciation Code]

Zip Code

High School Address Clty | Stats

The High School listed above 3grees 1o comply with the following requirements as a condition of gaining access 1o Me GDS —
WebGrants System of e Califomnia Student Ald Commission (e Commission):

1. Paszwords and user idenSfication numbers (D) ane to be neated as confidensal Information. chool empioyees shall not shars
paszwerds and ID=.

2. T migh school’s Frincipal will designate anoiher individual a3 the high schocis System Admiristmior. The System Adminisirator wil be
granted e ausnorky and respon skt 10 oeate or disabie Rdvidual school user accounts for that high schoofs 55 access 10 the GO -
\WebGrants 3ystem. The Principal wil not have Sis autharity and resporsibiy.

3. Compaterized fles creabed pursuant ko this agreement Inciuds confdential informaticn. These Sies. and the dats contained within Sese
compuierized Sies will e mainkined by the Commission corsistent with federal and state privacy laws, and must be freated with the
utmest confdentialty by all partes.

4. The high school shall taie all reasonable precautions to protect the data in the 5y
Data shal not be altered, destroyed, Copied, upioaded, or downioaded from e 3
User Access Request sorms.

5. The Commission reserves the Fight o revoke 3CCESs B0 She GO9— WebGrants System to any high school or Rdividual staff member
without notice.

t=m from unauthosized access, change of destnaction.
bem excegt 23 authorized In the approved Extemal

5. WWERIN five (5) WOrKNg CAYS Of ROSCE, e SYSIEM AQTINISITAIDr Wi DIS30E M PASIWORd and ID Of any empioyEs Whose change n
Eempioyment stabus o duSes Ao ONgEr rEqUInes access o the GD3- WebGranss System. Documentabion of this acton shall remain at
the schoo.

7. T migh school shal compiete 3 new Agresment should the Principal o System Adminismaior leave the high school. The new
Agresment must be fled no later than 5 days afier a new Frincieal or Zystem Adminisirater b= appoinisd.

8. T righ school shail comply with all federal and Caifomia information security and confdentialty @ws, Incuding the Comprehensive
Compater Data Access and Frawd Act (Cailomia Peral Cods 3ection SOZ)and imfarmabion Fractices act of 15 il Code 9738 et
seq)

3. T high school shall enzare that information ransmilted eiecionically of ofherwise i S Commission has been examined and i3
compiets and accurate to the best of B knowiedpe. NO unencrypied emall or siomge media containing confidential imformation
shal be sent to e Commizsion. Decryption keys shall nct be: sent with the encrypeed data.

NOTE: A high school's Principal and System Administrator may not be the same person.

I, the undersigned, ceny tat | am te System Adminisirator for this Agreement. | have read and understand this agreement
and certly that | Wil COmaly with the requirements stafed herei

signature — High Szhocl Sysiem Adminicirator 1 Print Name Date
E-Mail Adoress Telephane Humber Fax Number
Elgnaturs — HIgh Sshocl Sysiem Adm Frint Name Dats

E-Maill Address Telephane Humber Fax Number

1, the Lndersignad, certity that | am e Principal of the high SChood Isted S00VE and 3mM UTGNZEd 10 3ot on £s behalt, [ have
read and Understand this agreement and centty tat the high school Is & WASC sccredied or ofherwise regional accredied a5
required by Tiie 5, Calfomia Code of Reguialions Section 30008 and Bs alhorized users wil comply With the: requiremeants

stated herein. As the Algh school’s Principal, | hereby designate iduafs) Identmed above as this high SEhool's System
!I.HI\IWIH — High 2ohool Prinoipal Print Kame Date
E-Mall Addrecc Teleohone Mumber Fax Number

Form #01-2001 03182011




WEBGRANTS ACCESS FORMS

- Forms should be sent by mail; Keep a copy for your records

« WebGrants access must be renewed:
- every other year for high school users
- every year for college users

« Once your forms are processed:

- The System Administrator will be emailed a link to the
WebGrants User Account Page

- The principal will be emailed the passcode

* You must obtain the passcode from your principal to acquire
User-ID

—




ACCESS FORMS

» CSAC Technology Help Desk
o 888-294-0148
o csachelpdesk@csac.ca.gov

Status of Access Request Forms
WebGrants Log-in Assistance
Password Reset

—




ACCESSING WEBGRANTS




https://webgrants.csac.ca.gov

GOV "t Student Aid Commisson $18 e DB S B E O ®
WEBGRANTS

e —

California Student Aid Commission
WebGrants System

Welcomel Help With Your Account

Please sign in Need to create an account?

Please enter your user name, password.
Authorized Use Only

L For a School Administrator Account:
Plea=e call 1-886-254-0148
L For a User Accounts
Password [ |

Contact your School Adminiztrator
For Browser Versions or Monitor Sereen Ares Settings:
Help With Your &ccount
L ApplefMas Compuber
Results may be unpredictable

Pursuant to section 302 of the Califomia Penal Code and Public 25-274, Title 18, United States Code, unauthonized access to apglicant
information will be prosec = Tull extent of the law.

Help | ContactUs | Glossary | Cal Grant Elgibde Schoole | importantLinke | ECMC | Caresrs




User Guides
Located within the Help link

California Student Aid Commission Portal Meny WebGrants Tools Help Sign Out
WebGrants System

; Welcome!
e 10 the WebGrants Menu

Please contact your School's System Administrator if you need access to additional screens.
WebGrants Menu Account Information
Enrollment View Your Account Details

GEA Help With Your Account
Student Info

School Info
Roster/Reconciliation
Data Transfer
Chafee Grant

Byrd Scholarship
NON-SSN GPA

Privacy Policy Contact Us

V/ Notton

Symantec




WEBGRANTS HELP MENU

Help Center

User Guides
Getting Started (Rewvised Apnl 15, 2004)
Getting Started for High Schools (Revised November 13, 2003)

High School Grad. Date Verification Screen (Revised May 14, 2014)
Tools (Revised November 5. 2004)

Non-3SN GPA Upload User Guide (Updated August 2014)

Non-SSN GPA Matching and Edit Screens User Guide (Updated February 24, 2014)
SSN GPA Upload User Guide (Updated August. 2014)




CAL GRANT GPA INFORMATION RELEASE FORM

» Provided for high schools who's policy requires permission prior
to GPA submission

« A Form for students to take home

« Explains California Information Privacy Act of 1977
« Requires a parent and student signature

« Social Security Number

« To be returned to high school and retained

—




CAL GRANT GPA INFORMATION RELEASE FORM

Cal Grant GPA Information Release Form

form wed oy chen oal wil ek pour P iforia Shuderd Skd Comeision

fing pesord s Jasuary 1 — March 2 Apchy oning of weew '

D¥d you obtain this 35N through the Defiermed
1. Student’s Social Security Number (S5N) Action for Chilanood Amvals (DACA) program?

- - _.,G‘m*‘ Yes () Mo O
3. Please print your last name

|
— Your Gender (fI¥ in bubbie)
| ] —_ e 0 rFemae O

6. Please print your permanent maling address
[T

4. Please print your first name and middle initial

ity St ar

7. Please print your Date of Birth (MM DD YY)

[TT1T7]

B. Please print your emaid address

By signing this release form, | authorze e release of my high sehool Cal Grant GPA Information and SSN
[ applicabde) to the California Student Ald Commission, for use In the Cal Grant application process.

Student Signature Etudent Phone Number Cat=

1.am the parsnt or lagal guardian of the above namad minos, and | authonze the release of this minor's high
school GPA INformation and soeial securty number (T applicanie) to the Calfomia Student Ald Commission
for use In the Cal Grani application process.

Paremilegal Cuardan Sgnature Farent Prone Number Danz

Frink Parent Mame Parent emall address

Please visit www.CSaC.C3.Qov/privacy. asp for the Callfornia Student Ald Commission’s privacy statemeant.
For School Usa Only

S5ID (if applicable) School Student ID GPA School Code Grad Date

=10




CAL GRANT GPA INFORMATION RELEASE FORM

- Form located at www.csac.ca.gov

* Click on:

= High Schools
= GPA Release Form - for students

—



CAL GRANT GPA CALCULATION




CAL GRANT GPA CALCULATION

FOR HIGH SCHOOL SENIORS THAT HAVE
NOT GRADUATED

® Use grades from sophomore year through summer after junior
year only — No senior year courses.

® Do Not include grades from P.E., ROTC, or Remedial Courses
(as defined by the school).

® Failing grades not retaken prior to the senior year must be
included.

® Calculate the GPA’s on a 4.00 scale - Weighted GPAs over 4.00
will not be accepted.

—




CAL GRANT GPA CALCULATION

FOR HIGH SCHOOL GRADUATES

« Use grades from sophomore year through summer after senior
year.

« DO NOT include grades from P.E., ROTC, or remedial courses
(as defined by the school).

- Failing grades not retaken must be included.

« Calculate the GPAs on a 4.00 scale - GPAs over 4.00 will not be
accepted.

—




CAL GRANT GPA CALCULATION

® Please refer to the www.csac.ca.gov website for specific
instructions on calculating a college GPA.

Reestablished California Community College GPA:
Based on 16-23 completed units

Regular California Community College GPA:
Based on 24+ completed units

—



http://www.csac.ca.gov/

QUICK TIPS

Don’t Wait! — GPAs can be submitted now!
Establish a WebGrants account.

Check on your existing WebGrants account
status — You may need to reset your password.

Refer to the WebGrants User Guides on the GPA
upload process.




INDIVIDUAL GPA SUBMISSION




WEBGRANTS SCREENS

Non-SSN GPA Menu

California student Aid Commission Portal Menu WebGrants Tools Help Sign Cut
WebGrants System Enrollment GPA StudentInfo SchoolInfo Roster/Reconciliation Data Transfer Chafee Grant
Byrd Scholarship MNON-S5SN GPA

NON-SSN GPA |l Upload NON-SSN GPAs @ NON-SSN GPA Process [l Add NON-SSN GPAs / Test Scores

NON-SSN GPA Menu
Upload NON-SSN GPAs

NON-SSN GPA Process . .
Add NON-SSN GPAS / Test Scores gy Add Individual Non-SSN
GPA Records

Privacy Policy Contact Us




WEBGRANTS SCREENS

« Submitting Individual Non-SSN GPA records to WebGrants

Student Information Section

Student's Mame *(Last, First, Middie Initial)

Date of Birth *{MMDDYYYY) Gender * (M or F) Graduation Date *{MMYYYY)

Student Email

Student’s Address * City * Zip Code *

Student Phone

Parent Information Section

Father’s Last Name Maother's Last Name

Parent’s Phone Parent’s Email




NON-SSN GPA VERIFICATION FORM

 For students that do not want to
list their SSN on a Cal Grant GPA
Verification form.

« For students that will be
completing the Cal Dream Act
Application

« Available at www.csac.ca.gov

NON-SSN Cal Grant

GPA Verification Form DO NOT SEND ACADEMIC TRANSCRIPTS
For 2015-16 Academic Year { SEE BACK OF FOIR FOR INSTRUCTIONS)
Plazsa print cearly using blue or black ink only.

) StudentInformation Section ___§ |

1. our Draam Act ID numiar Piaass ro-gmbor yoer Descem At I pumbar

—

‘four Kama [ Last, First, Middle inftiah

:i'IIIIIIIIII|I|III|IIII|II|I||||:|

1 Your Diake of Sirth (MM/DODTYY) 4. Entor Your Geader 5 Enbar MonthsYaar of High School Gradu;

adation

M= Maie I currently a HS Santo

/M1 = i/ ntaranicipatod et
Vour E-mail s

NN T A A Y O =

5
[
7. Vourparmancnt maling sodmss
[
[
8

|I|I||III||IIII|III|II|III|
[TTTTTTTITTTII I:DEED:D

. Al Il.):\l;'l‘lnlla:J.ll‘lm‘t’l'gJSI.TACTO(..\EDDIDOD': nstocd of A GRA.
Avtazh posr cppibla et acore o 45 fovm ameis wilnal be scped nwmwm-tmmztm.fw she FOR SCHODL LSE OMLT amcicm

Parent Information Section

10 Mothars Last Nams

L drass
II|I||III|I|I [TTTTTITTTITITITTIT]

13. STUDENT CERTIFICATION: | Bova mad the Instructions and Intemation Jocompanying this form. | snderstand that this Cai Grant
GFA Verfication Form |5 used o catermine Cal Gant sligibifty anc the GPA must be miculsted as dascribed on the attached GPA Cal-
culation Instruction sheat. Tha INformatian | have compited s s b tha Best of my knowledge, and | understand that It I ilegal
b report falia o miskaing Infemation. | enderstand TGt WITUt 3 Compists foem aed Sgnatum, this form will not ba considersd.

1 declare ander panally of pesjury under the kows of the Site of Colfiomis Shat the foregolng s fue and comact

S T e e i
FOR SCHOOL USE ONLY

High schaals MUST ba fully accred ed by tha Westem Association of Schools and Colleges IWASC) of an squivalant ragional acoredits-
140N 2gancy to Cantify & Cal Grant high chood G A VESIFIER'S SO COTE

P 5 BASED 0K HIGH SCHOOL COURSEWDRK? £ . GPA CANNOT

BE ABOVE 400
h o of the hghschool or cobege officisl certe, onder ity of pequry, thatthe (FA i cekulsed an decribed on the sitache ion Irstruction
i 3 cifcal b o hacl m al v

siticn
shest. T s high schesl toerherhigh e e Stingagency, ot haa UC
appcselecians bt ausecyaoedby Calcerim e lcen.| decare o peraleyof pefory et v ot Sesi o Caloe thattaFormoze wimoe mclecerecs

>
B o T e R e
Mad P form to- Californi Al Cal Grant Operations, F:0. Box 419077, Rancho Cordova, CA B5T41-0077




BATCH UPLOAD




DATA IN EXCEL

Non-SSN GPA Excel Template
Click on the Tools link in the upper right-hand corner.

California Student Aid Commission Tools Help =ign Out
WebGrants System

Welcome! _ The last time you logged on to this system was: 100142011 11:51:25 am
STERTAT: To the CSAC Portal Menu Number of failed attempts since your last login: 0

Please contact your School’s System Administrator if you need access to additional screens.

Portal Menu Account Information
WiehGrants Wiewy Your Account Details

Help With Your Account

Lser Administration

Privacy Policy Contack Us




DATA IN EXCEL

Non-SSN GPA Excel Template

« Right-click on the Excel Non-SSN GPA Template link to open and save.

Calculates Clal Grant grade point averages for
- GRPA Calculation Software high schools that use ZAST software

Create a MNWMicrosoft Excel file of (GPAs and
sawve it in the proper format for upload into

- Excel GPA Template ek Crants

FEight-cliclk the link "Excel GFA Template"
and select "Zave Linle As" ophion to save the
template to wour computer. Change the name
ot the file to (xlsm) and save

L Excel GPA Template -- for Excel
2007

FRight-chck the inke "Esxcel PO -225TT GRA
Template" and select "Sawe Link As" option to
save the template to yvour computer.

L Excel NOMN-SSMN GPA Template

Lanlcs to the A dobe product website so users
Get Acrobat” /A I can download free software needed to read
- PIDOF files




NON-SSN GPA - EXCEL TEMPLATE

« Note: When the template is first opened you may need to enable the
Macros in Excel.

A B C D F H [ J K
School Graduation Spring Date of Student’s Student’s Student's Mother's Last Father's Last
Record ID Code Date GP2 School Code Birth Last Mame First Name Middle Initial Name Name Student Address

N 8] P Q R S5 T u W X
Student  Student  Parent's Phone Student's Phone Student’s Email Parents's Email School Student ID State Student
Student City Zip Code Gender Number Number Address Address CSACID (OPTIONAL) Identification Number

Worksheet can be re-named




DATA FIELD DEFINITIONS

Field #|Required | Table Field Name Field Name Length | Type |Position |[FORMAT/DATA |[COMMENTS
1 |YES RECORD_ID Record ID 3 CHAR|1-3 "NS51" Enter NS1 for all records
2 |YES SCH_CMPE_CODE School Code 8 CHAR|4-11 "00000000" COL BORD CD+'00'
3 |[YES GRAD_DATE Graduation Date 8 CHAR |12-19 YYYYMMDD
4 [YES STDT_GPA GPA 3 CHAR|20-22 ovas Enter GPA a5 001 to 400
5 NO|FLAGS GPA Type ] CHAR|23-30 |"H " Enter H + 7 spaces for HS GPA
6 NO|SP_SCH_CMPS_CODE Spring School Code 8 CHAR|31-38 "00000000" COL BORD CD+'00'
7 |YES STDT_DOB Date of Birth 8 CHAR |35-46 YYYYMMDD
g |YES STDT_LAST_MAME Student's Last Mame 19 |CHAR|47-685
9 |[YES STDT_FIRST_MNAME Student's First Name 12 |CHAR|B6-77
10 NO[STDT_MI Student's Middle Initial 1 CHAR|78-78
11 NO|MTHR_LAST_MAME Mother's Last Name 19 |CHAR|75-97
12 NO|FTHR_LAST_MAME Father's Last Name 19 |CHAR|58-116
13 [YES STDT_STR_ADDR Student Address 35 |CHAR|11/-151
14 |YES STOT_CITY Student City 17 |CHAR|152-162
15 |[YES STDT_ZIP_CODE Student Zip Code 3 CHAR |169-173 |"00000"
16 |YES STDT_GEMDER Student's Gender 1 CHAR |174-174 |"M" OR "F"
17 NO|PAR_PHMN_MNBR Parents Phone Mumber 10 |CHAR|175-184 9165551111
18 NO|STDT_PHM_MNBR Students Phone Number 10 |CHAR|185-154 5165551111
19 NO|STDT_EMAIL Student's Email Address 50 |CHAR|1595-244
20 NO|PAR_EMAIL Parent's Email Address 50 |CHAR|245-254
21 NO|CSAC_ID CSACID 9 CHAR |295-303 IF known (non-HS ID)
Required Filler: The upload program
looks for a colon (:) plus a tilde (~) plus
22 NO|Blank Filler 3 CHAR |304-306 |"::" a colon (:) in positions 304 to 306.
23 NO[SCH_STDT_ID (OPTIONAL) |School Student ID 20 |CHAR |307-326 Student's school ID
24 YES|STATE_STDT_ID State Student ID 10 |CHAR|327-336 Student's State 1D (must be 10 char)
Fields in Yellow are required
Fields in Green are hidden and pre-populated on the template




DATA COLLECTION

- Create a text file using your Student Information Management
System (Aeries)

- Export the necessary data from your system into a text file then
import the data into the Non-SSN Excel template.

—



Excel Template

DATA IN EXCEL

with Sample Data

A B
School
Code
99999900
59999900
59999900
59999900
89999900

Record ID

C D
Graduation
Date
20150601
20150601
20150601
20150601
0150601

Student

F
Spring

99999900
99999900
89999900
99999900
49999900

Q

Date of

GPA School Code Birth

19971220
"9971004
"9970408
9971008
"9970702

H
Student's
Last Name
Redman
Goldsmith
Lauder
Bateman
Stern

R

[
Student's
First Name
Stuart
Frannie
Haraold
Glen
Susan

3

J

Student’s
Middle Initial

T

Mother's Last
Name
Redman

Lauder

Bateman
Stern

U

L
Father's Last
Name
Redman
Goldsmith
Harold
Glen

W

=1 Ol
M

Student Address
635 GOULD TE

9163 KEWEN AVE

13017 CORRENTI St
1323 N HARVARD BL #

X

Parents's Email

School Student ID State Student

Parent's Phone

Student's Phone Student’s Email

Zip Code
HERMOSA BEACH 80027
HERMOSA BEACH 0254
SUN VALLEY 51352
ARLETA 31331
LOS ANGELES  'Goo27

Gender

Number

2135655979

Address

Address

CSACID

(OPTIONAL)

Identification Number
1234567890
M1234567859
876543219
4567891235
874563214




DATA IN EXCEL

Saving the Data

- After the data has been entered in Excel:

« Save the Excel sheet to a desired location.

- Save the data as a text file by enabling the Macros in the
spreadsheet.

 We are now ready to upload the text file.

—




DATA IN EXCEL

Saving data as Text

1. Click on the View tab.
2. Click on the Macros button to bring up the Macros window.

' |= MOM-55MNGPATemplate [Read-Only] [Compatibility Mode] - Microsoft Excel =
- 2 Fage La 3 ata Revie View ddd ]
— 0 = | =] split 11 View Side by Side -
j [J | Ruler Formula Bar Y —} E_J = % ﬁ ]
‘ ‘ ] ‘ J \_{ """ o — ;EI — Hide (37 Synchronous Scrolling IZ_H —
Mormal Page Page Break | Custom  Full 1 Gridli /| Headi Zoom 100% Zoomto Mew  Arrange Freeze _ _ » Save Switch Macros
Layout  Preview Views Screen HEInRES Fadings Selection | Window Al Panes - _J Unhide | 4 Reset Window Position | workspace Windows ~ -
Workbook Views Show Zoom Window Macros
P20 -
A B [)
OO (] A § [} (] . ale O e e (e §
Record 1D nde [late P D0 nde B 5 AME 5 dd AME AME de Address
NS 99999900 20150601 414 99999900 19971220 Redman Stuart Redman Redman 635 GOULD TE
NS 59999900 20150601 331 99999900 "9971004 Goldsmith  Frannie Goldsmith
4 [N 59999900 20150601 300 "B9999900 "9970408 Lauder Harold Lauder Harold 9163 KEWEMN AVE
NS 59099900 20150601 375 "B9999900 "9971008 Bateman Glen Bateman Glen 13017 CORRENTI St

NS 59999900 20150601 50 "B9999900 "9970702 Stem Susan Stemn 1323 N HARVARD BL #10




DATA IN EXCEL

Saving Excel data as text file

Macro name:

* Once the Macro window pops- StartDataTools B [ &

up, scroll down and select the o e e Por i

StartDataTools Macro . ideCpocoame e .
IHnlierGﬂp-lic(I:d;nGpaCDIumns ‘ﬁl

KillSplashScreen
RemoveallBorders

I.a Click ont;c]he tﬂurg butt_or::I to Eﬁ;“,ﬁ;:e':‘”"" =| [ oske
ring u e startup window. —Dum _
g p p anigeiugu!ms T Sptons.::
Macros in: | All Open Workbooks IZI
TIP: Bring up the startup e
window using a shortcut enter:
“Ctr|+Sh|ft+E" Cancel




DATA IN EXCEL

Saving Excel data as text file — cont.

« An opening screen will appear for 5 seconds then
« The save as pop-up box will appear, click the "Save As Text File”.
 In the drop down list select the data sheet name; click Save.

California
Student Aid
Commisson

NON-SSN GPA
Template

[ Do not show this screen again.

Get Files | Save Az TextFile | Copy XLS File

Send Files

Click down arrow to select GPA file

[ Preview Sheet

™ Show Opening Screen Exit | Cancel |




DATA IN EXCEL

Saving Excel data as text file — cont.

« Save the text file to the same location as the Excel document.
« A confirmation message let’s you know that the file has been saved.
« Exit out of the save menu and Excel.

2]

Pleasze select a location For the export.

= [EF Desktop
F-) My Documents
_55 My Compuker
"l_-f My Mebwork Places

Microsoft Excel *
| 012-13 Students |

{7 Misc Desktop Folder "
-0 Work SEUFF \l() Save A5 Text File Process is complete

Ik,

1 Cik I Cancel




DATA IN EXCEL

View of Text File
« Sample data in Text format.
« Data is position specific.

' TextPad - [C:,Documents and Settings',afelix.CSACDesktop’,2012-13 Students'BlankDataEntry_export.t

]File Edit Search Wiew Tools Macros Configure  Window Help
NEH BESRE|VBRR 22 E=2 2000 4R GER| o » W
IEEFEIN 01206154000 0099990019951220Rednan Stuart Fednan Rednan

H510099990020120615331H 0099990019951004Gold=nith Frannie i Goldsmith
H510099990020120615300H 0099990019950408Lauder Harold ELauder Lauder
HS10099990020120615375H 0099990019951008Batenan ialen Bateman Bateman
H510099990020120615250H 00999900199507025tern Suzan DStern
H510099990020120615225H 0099990019950607 Tnderwood Larrvy Underwood Tnderwood

| N510099990020120615280H 0099990019951007 Crozs Hadine Cross Cross
H510099990020120615201H 00999900199508045wann Lucy ASwann
HS10099990020120015333H 0099990019951224Andro= Hick Eindro= Andro=
H510099990020120615200H 0099990019951010Cullen Tom Cullen
HS10099990020120615305H 00999900199502145wift Denny Swift Swift
H510099990020120615315H 0999900199507 04Kelly Enzo Kelly Kelly

[4] |
whes selected | 1 | 12 [Read [Ovr [Block [Sync [Rec




WEBGRANTS SCREENS

Getting to the GPA menu
* Click on the WebGrants link to get to the GPA menu.

California Student Aid Commission Tools Help Sign Out
WebGrants System

Welcome! The last time you logged on to this system was: 101372011 11:44:24 am
gitey, To the CSAC Portal Menu Number of failed attempts since your last login: 0

Lo

Please contact your School’s System Administrator if you need access to additional screens.

Portal Menu Account Information
WiehGrants h Wiew Your Account Details
Help With Your Accoumnt

Lser Administration

Privacy Policy Contact Us




WEBGRANTS SCREENS

Access to Non-SSN GPA Screen

California Student Aid Commission (SAPRD) Portal Menu WebGrants Tools Help Sign Qut

WebGrants System

F

" 5 Welcome! SASTXF
wones 10 the WebGrants Menu

The last time you logged on to this system was: 01/14/2013 08:05:41
am
Number of failed attempts since your last login: 0

Please contact your School's System Administrator if you need access to additional screens.

WebGrants Menu
Enrollment
GFA
Student Info
School Info
Roster/Reconciliation
Data Transfer
Chafee Grant
Byrd Scholarship

NON-SSN GPA h

Account Information

View Your Account Details

Help With ¥our Account




WEBGRANTS SCREENS

Non-SSN GPA Menu

California Student Aid Commission Portal Menu WebGrants Tools Help Sign Out
WebGrants System Enrollment GPA StudentInfo  School Info Roster/Reconciliation Data Transfer Chafee Grant
Byrd Scholarship MNON-5SN GPA

NON-3SN GPA M Upload NON-55N GPAs @ NON-SSM GPA Process ll Add NON-S5N GPAs [ Test Scores

NON-SSN GPA Menu

Upload NON-SSN GPAs h

NON-SSN GPA Process
Add NON-S5N GPAs / Test Scores

Erivacy Policy Contact Us




WEBGRANTS SCREENS

Upload Non-SSN GPAs Screen

« Click the "Browse” button to search for saved text document.

WebGrants Tools

California Student Aid Commission
WebGrants System GPA Student Info School Info EosterReconciliation Ciata Transfer Chafee Grant

e Lnload Status |Add GPAs | Changeiiew GRAS

Upload NON-SSN GPA's

L Enter the file path and name of your file (Lse the BROWSE button to find your file)

L File type must be txt
L Click the Begin Uplead button to start this operation

NON SN GPA File:

Academic Year: m
Begin Upload

Contact s

Brivacy Policy




WEBGRANTS SCREENS

Upload NON-SSN GPAs Screen — Cont.
« Navigate to saved text file, then click the "Open” button.

California Studer T 2 x| Bartalteny Wenorants Tools

WebGrants Syste Laok in: [ 123 201213 Students =l O F = &E-

BlankDataEntry_expork

GPA|Upload GPAS
Fer

=tel |
_ 9‘
Teszktol

My Documents

b Computer

%

My

k
]

kbap
L Enter the file path am
L File type must be txi
L Click the Begin Uplc

Navigate to saved file

NON-SSN GPA File:

Academic Year:

File name: I LI Open I
Files of type: | &1l Files =] Cancel |

i Us




WEBGRANTS SCREENS

Upload Non-SSN GPAs Screen — Cont.
« The file will populate in the Browse field, click “"Begin Upload” button.

FPortal Menu WebGrants Toaols

California Student Aid Commission
WebGrants System GPA Student Info School Info EosterReconciliation Ciata Transfer Chafee Grant

e Upload Status | Add GPAs | ChangeMiew GPAsS

Upload NON-SSN GPA's

L Enter the file path and name of your file (Lse the BROWSE button to find your file)

L File type must be txt
L Click the Begin Upload button to start this operation

NON-SSN GPA File: CADocuments and Se Browse..

Academic Year: m
Beqgin Upload

Erivacy Policy Contact Lis




WEBGRANTS SCREENS

Upload Non-SSN GPAs Screen — Cont.
A confirmation message will appear, click OK to continue with upload.

California Student Aid Commission Partal Menu WekGrants Tools
WebGrants System GRS Student Info School Info BosterReconciliation Data Transfer Chafee Grant

M GRAS

The MOM-55M GPA File vou selecked will be uploaded. Do vou wish to continue?
L Enter the file path and narme of your fi

L File type must be .txt
L Click the Begin Upload button to sta Ok Cancel I

NON-SSN GPA File: CiDocurnents and Se  Browse..
Academicvear:  PTTFEFTIEN]
Begin Upload

Privacy Paolicy Contackt Us




WEBGRANTS SCREENS

Non-SSN GPA File Upload Status Screen
« Invalid records must be fixed; Click “"View Invalid Records”.

California Student Aid Commission fedis i wisisianis Tools
WebGrants System GFPA Student Info School Info BosterReconciliation Data Transfer Chafee Grant

e Lipload Status | Add GPAs | Changefview GPAS

Upload NOMN-SSMN GPA's

NOM-SSN GPA File Upload Status

Wiew Invalid Records | P File Mame: BlankDataEntry export.txt

File Size: 3936

File Type: text'plain
Academic Year and Cvcle: 2012

Total Records:
“alid Records:

Invalid Records:

BACK |

Privacy Policy Contact Us




WEBGRANTS SCREENS

NON-SSN GPA Invalid Record List
« This screen lists the reason why record is considered invalid.

Fortal Menu WebGrants Tools

California Student Aid Commission
WebGrants System GPA Student Info Schoaol Info RosteriReconciliation Data Transfer Chafee Grant

ile Upload Status | Add GPAs | Changelfiew GE A

Upload NON-SSN GPA's

[ Do NOT use the Browser Back Button to exit this screen

Record{s): 2 Invalid Record List

Reject Reason

Student Name

1 Redman, Stuart 051512 19954220 4.14 Irvalid GPA,
2 Goldsmith, Frannie 051512 19951004 3.31 Missing Address
Print Export | Back |

Privacy Policy Contact Us




WEBGRANTS SCREENS

Excel Template with errors

« To correct errors, open the spread sheet and update fields.

C D F H | J K L

Graduation Spring Date of Student’s Student's Student's Mother's Last Father's Last

Date GPA School Code Birth Last Name First Name Middle Initial Name Name Student Address

20150601 99999900 19971220 Redman Stuart Redman Redman 635 GOULD TE
99999300 20150601 99999300 "9971004 Goldsmith  Frannie Goldsmith
99999900 20150601 99999900 "9970408 Lauder Harold Lauder Harold 9163 KEWEN AVE
99999900 20150601 99999900 "9971008 Bateman Glen Bateman Glen 13017 CORRENTI 5t
9999900 20150601 59999900 "9970702 Stemn Susan Stern 1323 W HARVARD BL #10

=1 = Rl RS R SO




WEBGRANTS SCREENS

Excel Template with fixed errors

« After the data has been updated, re-save the Excel document.
« The Excel document will have to be saved as a text file again.

A B c D F G H I J K L

School Graduation Spring Date of Student's Student's Student's Mother's Last Father's Last

Record ID Code Date GPA School Code Birth Last Name First Name Middle Initial Name Name Student Address
99999900 20150601 99999900 19971220 Redman Stuart Redman Redman 635 GOULD TE
99999900 20150601 99999900 9971004  Goldsmith Frannie Goldsmith 671 SLEEPY HOLLOW
99999900 20150601 99999900 19970408  Lauder Harold Lauder Harold 9163 KEWEN AVE
99999900 20150601 99999900 9971008 Bateman Glen Bateman Glen 13017 CORRENTI St
99999900 20150601 "99999900 9970702 Stem Susan Stern 1323 N HARVARD BL #10

MiLi=le = Bt i ap iy B -SULFE R E




WEBGRANTS SCREENS

Saving data as Text

« To save the Excel document to text, click on the View tab.
« Then click on the Macros button to bring up the Macros window.

#1 #2

' |= MOM-55MNGPATemplate [Read-Only] [Compatibility Mode] - Microsoft Excel L= =
g Page Layo 0 3 ata Revie View Add ]
— (& = | =] split 11 View Side by Side -
j [J | Ruler Formula Bar —} E_J = % ﬁ
| ‘ ] ‘ J \_{ """ i i — ;EI — Hide (] synchronous Scrolling - ==7
Maormal Page Page Break | Custom  Full J1 Gridli /| Headi Zoom 100% Zoomto Mew  Arrange Freeze _ _ » Save Switch Macros
Layout  Preview Views Screen HEInRES Fadings Selection | Window Al Panes - _| Unhide | 4 Reset Window Position | workspace Windows = -
Workbook Views Show Zoom Window Macros
P20 -
A B [)
OO Al A § [} (] . ale O e e (e §
Record 1D nde [late PA D0 ode B 5 AMNE 5 dd AIME AME de Address
ME1 99999900 20150601 414 99999900 19971220 Redman Stuart Redman Redman 635 GOULD TE
NS 59999900 20150601 331 "B9999900 M9971004 Goldsmith  Frannie Goldsmith
4 [N 99999900 20150601 300 "B9999900 "9970408 Lauder Harold Lauder Harold 9163 KEWEN AVE
M5 59099900 20150601 375 "B9999900 "9971008 Bateman Glen Bateman Glen 13017 CORRENTI St

M5 59099900 20150601 50 "B9999900 "9970702 Stem Susan Stern 1323 N HARVARD BL #10




WEBGRANTS SCREENS

Saving Excel data as text file

* Once the Macro window appears,

scroll down to select: Macra name: .
StartDataTools Rz un #2

Sta rtDataToo I S Formatsheet_BeforeExport -

Formatsheet_Mormal Step Into

GetDeleteDefinedMames

* Click on the Run button to bring HideGpaColumns Exit

InsertHiddenGpaColumns

up the startup window. Kilsplashscreen

RemoveAllBorders
RemoveHeaderRow

# 1 Shl:u'.-'-.'Heli E Delete

UnhideAllColumns Options...

TIP: Bring up the startup UnhideAlRows -
WindOW by USing da ShortCUt: Macros in: | All Open Workbooks IZI
“Ctr|+Sh|ft+E" D;scriptiujn

TR

Cancel

'




WEBGRANTS SCREENS

Saving Excel data as text file — cont.

An opening screen will appear for a few seconds

Click on the “"Save As Text File” tab

In the drop down list select the data sheet name

Click the Save button.

California
Student Aid
Commisson

NON-SSN GPA
Template

[ Do not show this screen again.

#1

GetFiles Save As TextFile ] Copy XLS File |

Send Files

Click down arrow to select GPA file

[ Preview Sheet

" Show Opening Screen




WEBGRANTS SCREENS

Saving Excel data as text file — cont.

e Save the text file to the same location as the Excel document.
« A confirmation message will let you know that the file has been saved.
« Exit out of the save menu and Excel.

Fleaze zelect a location For the export,

= [E Deskiop
B My Documents
_‘L My Computer

J Misc Deskiop Folder " . -
L) Work SEUFF \‘_!3) Save As Texk File Process is complete

ik

i oIk I ancel




WEBGRANTS SCREENS

Upload Non-SSN GPAs Screen — Cont.

« "“Browse” to find the text file; then click "Begin Upload”

FPortal Menu WebGrants Toaols

California Student Aid Commission
WebGrants System GPA Student Info School Info EosterReconciliation Ciata Transfer Chafee Grant

e Upload Status | Add GPAsS | Changefview GPAs |High School Graduate Verification | Beports | Upload MNORM-S5M GPAS

Upload NON-SSN GPA's

L Enter the file path and name of your file (Lse the BROWSE button to find your file)

L File type must be txt
L Click the Begin Upload button to start this operation

NON-SSN GPA File: CADocuments and Se Browse..

Academic Year: m
Beqgin Upload

Erivacy Policy Contact Lis




WEBGRANTS SCREENS

Non-SSN GPA Summary Screen
« Screen shows that all the records are now valid. Click Submit Records.

Fortal Menu WebGrants Tools

California Student Aid Commission
WebGrants System GPA Student Info School Info RostenReconciliation Data Transfer Chafee Grant

Upload Status | Add GPAS | Changelfiew GRAS

Upload NOMN-SSMN GPA's

NCOMN-SSN GPA File Upload Status

File Mame: BlankDataEntry_ export.txt
File Size: 3936
File Type: text/plain
Academic Year and Cycle: 2012
Total Records: 12
“alid Records: 12

Invalid Records: O

Submit Records I BACH. I

Privacy Policy Contact Us




WEBGRANTS SCREENS

Summary of Non-SSN GPA Records

Click on Batch Number row to view records submitted.

L Enter the file path and name of your file (Use the BROWSE button to find your file)
L File type must be _tx
L Click the Begin Upload button to start this operation

Academic Year:

Begin Upload

Record(s): 1 Summary of NON-SSN GPA Records

Congratulations! Your file has been successfully submitted to CSAC. We strongly recommend that you print a copy of the file for your records
and maintain the report as proof of submission. The report will not be available once you exit this screen.

Batch School Code Report Name Submitted Accepted Errors

Number

886 9999900 NSLD-2012-99999900-040CT12-114327 . TXT 12

Page: 1 of 1

Pint || Expon || BAcK




WEBGRANTS SCREENS

Non-SSN GPA Roster Report
* Print or export list of students submitted.

California Student Aid Commission Eortal kenu WebGrants Tools
YWebGrants System SPA Student Info School Info RosterReconcilistion Data Transter Chaftee Grant

erification

Upload NOM-SSN GPA's

Record{s): 12 GPA Roster Report
Student Name Student Id
ARDROS, FICK E 199501 2024 2.33
BATEMAR, SLEM 199501 OF08 375
CROSS, MaDIRNE 199511 Q507 2.80
SULLER, T 199511 010 2.00
GOLDSEMITH, FRAMRIE D 1995051 0504 3.31
KELLY, EMZO 1995507504 215
LALUDER, HAROLD E 1995504508 2.00
REDMAM, STLART 199501 2020 4.00
STERM, SLSAM O 1995507002 2.40
St P, LS o 1995502004 2.01
SWWIFT, DERMY 1995502801 4 3.05
UIMDERWOOD, LARRY 1995506007 225
Print | Export |  BAce |

Frivacy Policy Contact s




REPORTS




REPORTS

WebGrants>Data Transfer Menu>Report Download

Non-SSN GPA Reports at a glance

* Non-SSN GPA Roster Report

Summary of Non-SSN GPA records submitted
- Non-SSN GPA Status Report

Displays student’s status after the Non-SSN GPA has been received
- Financial Application (No GPA) Report

Displays list of students who have submitted a FAFSA/Dream Application
but do not have a GPA on file

Your Cal Grant Awardees Report (formerly School of Origin)

Displays students by name and date of birth that have been offered the
Cal Grant award

—




REPORTS

Non-SSN Roster Report

« Summary of Non-SSN GPA records submitted
« Available the morning after your upload
« Updates daily

« Verify that all senior students were included in the upload

—



REPORTS

Non-SSN GPA Status Report

« Summary of student’s application status
« Available the morning after your upload

« Updates daily
« 2015 Enhancements:

« SSID and School Student ID Added
« Field Key Added

—




REPORTS

Financial Application no GPA Report

« Students that have submitted a FAFSA/Dream Act application, but no
GPA has been submitted.

* Available beginning in January
« Updated weekly, check for new reports on Monday
« 2015 Enhancements:
Student Date-of-birth Column added

Sorted students by last name
Field Key Added

—




REPORTS

Your Cal Grant Awardees Report

« Students that are being offered a Cal Grant award
« Available beginning in February
« Updates weekly, check for new reports on Monday

« 2015 Enhancements:

Limited to only current year seniors
Formerly named ‘School of Origin’ Report
SSID and School Student ID Added

High school grad date added

Field Key Added

—




CORRECTIONS




CORRECTIONS

* Correction Letter:

« Address letter (on school letterhead) to Cal Grant Operations
- Explain that incorrect information was originally submitted
 List incorrect information and correct information

« Make sure the GPA, School Code, Grad Date, student last

name, first name, and date of birth are provided.
 List your contact information in case we need clarification

 Mail to: CSAC, Cal Grant Operations, P.O. Box 419077,
Rancho Cordova, CA 95741

—




THANK YOU FOR ATTENDING

Contact & Training Resources

» schoolsupport@csac.ca.gov
« School Support Phone 888-294-0153

- WebGrants Tools: Non-SSN GPA Excel Template
« WebGrants Help: Non-SSN GPA Upload User Guide

—




